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Process for Setting up an Account  

And Applying for a Permit through 

Accela Citizen Access 

I. The URL for the City of Columbus is: 

http://www.columbus.gov/ Then follow the links to the Development Page 

 

 

http://www.columbus.gov/�
tmtackett
Text Box
 Then follow the links to the Building and Zoning Services Page
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II. After you reach the Department page, scroll down in the left gutter space to Permit Tracking 

 

 

III. Next you will be at this page where you will begin the process of Registering, Applying for a permit on 
line or Researching an application.  

 

 
IV. PLEASE NOTE:   

Researching for an application or looking for an address is public information and it is not necessary to 
Register or Login to do either.  

You have to be registered with the City through Citizen Access to be able to purchase a permit on line. 
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Currently the only application that is available on line is the Building/Residential/Repair-
Replace/Mechanical Single Trade. This application is only good for the replacement of a furnace in a 
residential property. 

 

V. To Register an account with the City for the sole purpose of On-Line-Permitting, for the replacement of 
a residential furnace, click on the Register for an Account, this only has to be done the first time you 
register your account with the City. After the first time you register for On-Line-Permitting you can sign 
in and go straight to the login screen. 

 

a. Read the General Disclaimer 
b. Check the box 
c. Click the Continue Registration button  

 
c. Click button 
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VI. Fill in the following  

a. Login Information, the red or  * are mandatory fields 

 *User Name:  

 
(4-32 characters may contain letters, numbers, and the following four . @ _ - special characters)  

 * 
e-Mail Address:  

 
 * 
Password:  

 
(8-20 characters)  

 * 
Type Password Again:   

 
 * 
Select a Security Question:  

Favorite Sports Team  
(used for identification if you forget your login information)  

 * 
Answer:  

 
(20 characters maximum)  

b.    Contact Information 

  * 
First:  

 
 

 Middle:  

 
 

 * 
Last:  

 
 

   Name of Business:  

 
 

  * 
Address Line 1:  

 
 

  * 
City:  

 
 

 * 
State:  

OH  
 

 * 
Zip: Invalid 

 
 

 

 Home Phone:  

 
 

 Work Phone:  

 
 

 Mobile 
Phone:  

 
 

 Fax:   * 
Preferred Method of Contact:  



5 | P a g e  
 

 
 

--select--  
 

 

  * 
First:  

 
 

 Middle:  

 
 

 * 
Last:  

 
 

   Name of Business:  

 
 

  * 
Address Line 1:  

 
 

  * 
City:  

 
 

 * 
State:  

OH  
 

 * 
Zip: Invalid 

 
 

 

 Home Phone:  

 
 

 Work Phone:  

 
 

 Mobile 
Phone:  

 
 

 Fax:  

 
 

 * 
Preferred Method of Contact:  

--select--  
 

 

VII.  When you have completed the required information and submitted it, you will get the following message of 
completion. 

.  
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VIII.   At this time the City will receive an email that you have registered and will activate your account within 48 
hours of the receipt of the notice, providing all information is accurate and complete. Then you will be notified of 
the ability to login and proceed with the purchase of a permit on line for a residential furnace replacement 
permit.  

 

IX.  To login and purchase an on line permit, follow the previous instructions to the permit tracking screen and 
click on the Login in icon in the top right corner. Then enter your User Name or Email that you entered in you 
login information when you registered, then enter your password and click Login 

 

 

 

 

 



7 | P a g e  
 

IX. Select Create an Application 

 

 

XI.  After reading the disclaimer and checking the box, click on the continue application button. 

 

 

 

XII.  Select the License that applies to your application type, which for now there is only one. Then continue 
the application.  
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XIII. After you submit you contractor information, you have to fill in the job information for where the work is 
going to take place. 

 Note: when the address is in the system it will auto fill in the parcel number, and owner. If the address is not in the 
system it will have to be certified prior to a permit being issued against the address.  

 

XIV Next you will be required to fill in the contact information for the application job site. 

This can be done by using the auto fill and selecting the Account Information,  

the Contractor or the Owner information from the drop down box,  

then click Continue Application 
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XV. Next in the process is to complete the permit data and continue the process. Please take note of the 
mandatory fields, especially the work description. Then you continue the process, at which time you will have a 
chance to review everything you have entered and edit if necessary. Then continue. 

XVI. The next several steps are the payment amount and credit card information. The amount for the permit 
will automatically populate with the $77.50 fee for the permit. This will also give you one inspection with the 
permit.  

 

Payment amount for permit 



10 | P a g e  
 

 

 

XVII. The next step is to pay for the permit through the payment engine with a Visa or MasterCard, click next 
for payment or Exit to stop the process prior to payment.  

 
 

XVIII. After you fill in the credit card information and submit, you have a chance to review the payment and 
either select Pay Now, Go Back or Exit the process. When you click on the pay now you will get a 
printable receipt from the payment engine for your records or when you exit the payment and go back 
to the Columbus page you will again have an opportunity to print a receipt and your permit 

 

XIX. Back on the Columbus site it is important that you take note of your permit number and also print a 
receipt and permit for your records and for posting on the job 

 

Then submit the payment 
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 If you have any questions please contact: 

 Dan A. Benninger 

Data and Information Manager 

Department of Building and Zoning Services 

City of Columbus 

757 Carolyn Ave.  

Columbus, Ohio  43224 

614 645-3239 

dabenninger@columbus.gov 

 

   Permit # 

  Print                        
Permit  

  Print 
Receipt  

mailto:dabenninger@columbus.gov�
tmtackett
Text Box
Burrell Charity Department of Building and Zoning Services City of Columbus 757 Carolyn Ave. Columbus, Ohio 43224 614 645-7841btcharity@columbus.gov 
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